PWOC Secretary Resource



Introduction
As the local PWOC Secretary, you are the bridge for communication between the PWOC board and participants, chapel staff, regional board, and among local PWOC board members. You also maintain PWOC information, such as minutes, records, and correspondence.  You are the President’s helping hand, as you may be asked to get information out quickly to participants, or to provide information to the President within a short, but reasonable, amount of time.  You are often the key to publicizing PWOC activities. Considering that a breakdown in communication leads to deterioration in the morale and involvement, you are critical to the success and effectiveness of your local PWOC.

Relationship

As secretary, you work with the President as a team, and therefore should be in constant communication, determining timelines and methods for dispersing information.  The success of your team starts when you take office as you work together to determine important goals for communication in your particular group.

Methods

You may use a variety of mediums, including written correspondence, phone calls, and e-mail.  E-mail is a great way of doing business, especially announcements and requests for information since it saves time, resources, and reaches the majority of your group.  Phone calls or written announcements will reach others.  It’s helpful to determine a standard time for PWOC communication so people will know when to expect an e-mail.

Responsibilities

Responsibilities for the PWOC Secretary may differ within each group, depending upon the number of board members.  However, those responsibilities normally fall within these categories:

General Communication

Communication primarily means keeping all interested and involved parties “in the know.”  It may take various forms:

Notification.  As secretary, you are usually responsible for contacting board members in advance of board meetings or other board activities.  Your board or President should determine what “in advance” means.  You are often the point of contact for those unable to attend those meetings, and therefore should be able to inform the President before the meeting regarding expected attendance.  This helps to ensure quorums and provide options for rescheduling rather than proceeding with a meeting that will have minimal attendance.

Announcements.  You may be responsible for announcements within PWOC general meetings, and throughout the week between meetings.  Making the Secretary responsible for announcements offers these advantages:

· It provides one voice for all events and activities within PWOC and the surrounding community.  Since only one person stands to talk, it saves valuable time for activities more fitting with the AIMS of PWOC (prayer, Bible study, devotions, etc.).

· It helps to ensure that announcements include necessary and accurate information.  The Secretary can request that announcements be provided in writing, including the who, what, when, where, and how of the event or activity.

· It provides a clear point of contact to group members.

Correspondence.  The Secretary handles any correspondence as directed by the President.

Minutes

You are responsible for recording, editing, and distributing all minutes of the local PWOC board meetings.  This usually involves several steps:

· Either recording the board meeting on tape or taking notes, then compiling information into an appropriate written format. (See Heart and Hand).

· Providing a draft copy to the President for review and correction.

· Providing a corrected version to board members for review before the next board meeting. This not only helps to determine the accuracy of minutes, but also reminds them of information they need to provide at the next meeting.   The board or President should determine how far in advance to distribute minutes.  E-mailing them 1-2 days ahead is usually sufficient, and will help save valuable meeting time.

· Presenting the minutes at the board meeting, if this has not been done in advance.

· Ensuring all corrections and additions are recorded in writing.

The format for minutes typically follows the format of the meeting.  Note that not everything said at board meetings needs to be included within the minutes.  The minutes should primarily focus on things that have been done, questions that have been raised, and decisions that have been made.

Records/Quarterly Report
You are also responsible for gathering information for the Quarterly Report which is due by the 15th of January, April, July, and October.  Usually this means getting input from your President, filling out the form, and sending it to the Regional Secretary.  The Regional and National Boards use the quarterly reports to assist in networking and planning, and to identify challenges within groups and regions.

More Information
The PWOC Heart and Hand-USA (Section 1.4) contains a thorough job description of the local PWOC Secretary.  Also, Section 2.1.4 provides training information on how to be a Secretary.  A Quarterly Report is included below.

This resource was prepared by Judy Wiseman, former Secretary of PWOC-USA, currently serving as Praise and Worship Chair of the PWOC at Fort Monroe, VA.

Please take the time to fill out this report as completely as possible.  Portions of this information are used for networking (sharing of ideas), website updates and resources.  It is a valuable means to share the extraordinary work God is doing in your midst and to help us understand how to resource and pray for you more specifically.  Reports are due on the 15th of January, April, July, and October.  Please keep a copy for your AAR.  Thank you!
Reporting Period:______________—______________

Installation Information

PWOC Installation:

Day(s) and Time(s) you meet:

Average Attendance:

Child Care:  Yes   No
For what ages?

Who provides it and how is it funded?






Home School Room:  Yes   No

Name and Phone Number of Main Post Chapel:



Contact Information

President or POC (specify):

Phone:

E-mail:

Mailing Address:

*Permission to post name and email on website:  Yes   No

Secretary or Other POC (specify):

Phone:

E-mail:

Mailing Address:

Chaplain Advisor:

Phone:

E-mail:

Mailing Address:



General Information

Do you have a full executive board for this current year?  Yes   No
If no, circle those positions you DO NOT have:
President
V.P./Programs
V.P./Spiritual Life
Secretary
Treasurer
Chaplain Advisor
During this reporting period, which Bible Study has been the most effective?  What factors led to this conclusion?
Please share with us some unique ways you are incorporating this year’s theme.
Please share programs or event ideas you have offered during this reporting period.
Are there any special events and/or programs planned for the next three months?

Please share a unique or fun idea that has worked well with your group.

Please describe one ongoing challenge.
List some specific ways the Regional and National Boards can pray for you and better serve you.
Please provide us with the names and contact information of women in your group who are gifted in speaking or teaching who might be interested in being resources in to the region.
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